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ESSob Aid: Absence Management

THINGS TO KNOW BEFORE YOU BEGIN

1. What are my leave options?
a. Full time enployees receive 36 hours Bersonal Holidaynce each calendar yeaiThis is
prorated for part time employees.
i. Any used personal holiday must paid back if classified employment is less than 6 months.
b. Full time enployees receive 72 hours bégal Holidayach calendar yearThis is prorated for
part time employees.
i. bS¢ | Sl(dbuary Bl &
i. al NOAY [ dzi KSNJ YAy B¢MoNdEN Janbiatyd NIDSR . AN KREFE& 0
iii. Memorial Day (last Monday in May)
iv. Independence Day (July)}
v. Labor Day (first Monday in September)
vi. Thanksgiving 4 Thursday in November)
vii. Christmas Eve (December4
viii. Christmas Day (December'd%
ix. bSg ., SINRE 9&S 05SOSYOSNI om
X. *Observed the Monday following if 1/1, 7/4 or 12/25 $alh a Sunday
c. Employees receiv€acationeach calendar year based ®@visconsin Statute Chapter 230.35
(http://docs.legis.wisonsin.gov/statutes/statutes/230/11/3k This is prorated for part time
employees. Itis also prorated for a myidar hire or termination.
i. There is a 6 monttvaiting period for new classified employees to use Vacation.
d. Employees earfiick Leaveeach pay period at a rate of 0.0625 per hours pgido 5 hours per
pay period.
i. SickLeave can only be used after it is earned.
2. Know youmwork schedule
a. What isyour work schedule?
1 Your work schedule determines what days you are eligible to use absence
1 Your work schedule determines how much absence you can use on your eligible days
b. Where can | find my work schedule?
1 You can contact your agency payroll speciatigget your work schedule
3. Useitorlose it
a. Legal Holiday and Personal Holigayst be used in the calendar year it is given. Any remaining
balance at the end of the year will be lost.
b. Employees are allowed to carry up to 40 hours of vacation into thewolly calendar year Any
vacation carried over must be used by June 30 of the following year.

Revised 5-3-19


http://docs.legis.wisconsin.gov/statutes/statutes/230/II/35

ESSob Aid: Absence Management

REVIEWING ABSENCE BALANCES
Reviewing Through Timesheet
From theEmployee SelServiceHomepage selectthe My Time Tile

c STAR Human Resources v Employee Self Service

Announcements

No Announcements @

My Information My Payroll

Last Pay Date 02/14/2019

Resources

SelectTimesheet

F Timesheet \

(8 Absence Balances

|l) Absence Request

I Absence Request History
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ESSob Aid: Absence Management

Click theAbsencetab. Balances will be displayed below.
Timesheet

Employee ID

EEET NN RN N CE N BN Empl Record
Actions- Earliest Change Date

Select Another Timesheet

*View By | Wesk IZ|

Frevious Week Mext Wesk

*Date | &
Reported Hours  0.00 Frint Timeshest
Sun Mon Tue Wed Thu Fri Sat
| =] | = | = = - ] ]

| Submit |

| Reported Time Status | | Summany Exceptions | | Pawable Time

|Ab5ence Events (%

i53

| Absence Take | |I»
=5tart Date End Date Absence Mame Reason %r;; Deetails Status

Ceetails
Add Absence Event
Absence Entitlerment Balances
i53

Entitlement Name Balance as of 020X 20H%=  From To Accrual Pericd
Sabbaticsl Leave Balsnce 184.00 Howrs =E =E “fear to Date

‘Wzcation Balance 160.00 Howrs =m =m “fear to Date

Sick Balance 1011.00 Howrs =E =E “fear to Date

Personal Holiday Balance 31.25 Howrs =m =m “fear to Date

Legal Holidsy Balance 58.00 Howrs u u “fear to Date

**Disclaimer The current balance does not reflect sbsences that have not been processed.

4
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ESSob Aid: Absence Management

Reviewing Through Absence Balances
From theEmployee SelServiceHomepage selectthe My Time Tile

c STAR Human Resources v Employee Self Service

Announcements

No Announcements (/)

=
My Information My Payroll
ﬁ‘ﬂ*i

Last Pay Date 02/14/2019

Resources

SelectAbsenceBalancego displayyour remainingabsencebalances

e« lmesheet

|§) Absence Balances

Il Absence Request

I Absence Request History

nstructions

iew cumrent absence entitlement balances. Cument balances do not reflect sbsence requests that have
not been processed by payroll. For more details please contact your absence administrator.

Abszence Entitlement Balances Perscnalize | 2]
Current Balances (=]

Balance as of

Entitlement Name DH0ZEIE From To Accrual Period
Sabbatical Lesve Balance 184.00 Hours “ear to Date
‘facation Balance 180.00 Hours “fear to Date
Sick Balance 1011.00 Hours “ear to Date
Personal Holiday Balance  31.25 Hours “fear to Date
Legal Holiday Balance 58.00 Hours “fear to Date

GoTo  Forecast Balance _

=*Disclaimer The current balance does not reflect absences that have not been processed.

5
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ESSob Aid: Absence Management

If you click on thé-orecast Balancknk at the bottom of the absence balance gricbu can forecast a
balance based on future absence entries.

Forecast Balance

oﬂs of Date | 12/07/2012 |[m,

Filter by Type All -

e'ﬂbsence Name |egal Holiday - Current Balance 58.00 Hours™
o Forecast Balance
1. Enter an end date for forecasting
2. (hoose yourAbsenceName
3.

Qick Forecast Balance

Future LegaHolidays have been entered for the calendar year so future forepsthows al.egal
Holidaybalance of 24 hours after Thanksgiving

Forecast Balance
As of Date [12/07/2019 (&

Filter by Type All -

*Absence Name |egal Holiday - Current Balancs

Completed Successfully!

Forecast Balance

Forecast Balance Details Personalize | 2

Forecast Results || Accumulator Results | B

Absence Name Forecast Element Value

Legal Holiday Legal Holiday Camy Cver 0.00

Legal Holiday Legal Holiday Balance @
 —

Note: When forecasting vacation to the future please note that the system automatically calculates lost
vacation for ay time not approved in the current pay period. This means the forecasted balance will
show slightly less than you expect and this is normal.
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ESSob Aid: Absence Management

ENTERING AN ABSENCE
Note: Employees are required to obtain approval for absences through their n@gesicy policy
before entering the absence into PeopleSoft

Key Points:
9 All absences must be forecasted before they can be submitted

1 Any absence with BorecastEror cannot be submitted
1 If yourabsencehours do not match your PeopleSefork schedule, you will have to submit your

absence ging a partial day(seeEntering a Partial Day Absence

Entering Through Timesheet
Note: Entering an absence in the future does not work through timesheet. SKEpt&ring through

Absence Requedtyou need to enter a future absence.

From theEmployee SelService Homepage selectthe My Time Tile

c STAR Human Resources v Employee Self Service

Announcements

No Announcements @

My Payroll

el
[CEE|

Last Pay Date 02/14/2019

Resources

SelectTimesheet

F Timesheet \

() Absence Balances

Il Absence Request

I Absence Request History
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ESSob Aid: Absence Management

Click theAbsencetab and selecAdd Absence Event

Timesheet

Actions=

Select Another Timesheet

Employee ID
Empl Record

Earliest Change Date

*View By { Wesk IEE Previous Week  Next Week
*Date ] j “
Reported Hours  0.00 Print Timeshest
=
Sun Mon Tue Wed Thu Fri Sat
o [ ] ] L il miE
Submit
Reported Time Status Summary Absence Exceptions. Paysble Time
ibsence Events l.=':
=
Bbsence Take (I3
=5tart Date End Date Absence Name Reason %:: Deetails Status
Deeta
Add Absence Event "
Absence Events (%
=
Absence Take | 13
*5tart Date d Date é‘lm Name 50T Duration .Ilflyr;: Details
gm‘ms@ ;!'15;2019 = rsonsl Hoidsy [ = | Fersonal Holidzy Hours aatails

Add Absence Event

|Leave In Liew Of Sick Leave
Personal Holids
Select Absence Reason

1. Select theStart Dateof the absence

e Forecast

Forecast

2. TheEnd Datedefaults to the start date. If this is correct, skip to #3. Otherwise enter the

appropriate end date.

3. Select theAbsenceName to use for your time off

a. You may only use an absent@meonce per day

b. You may use multiple absennames each day

4. Select the absendeeason

a. Reasond only required when using Sick absenaenebut maybe used any time

b. If you want multiple reasons in one day you must choose multiple absence names per day

8
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ESSob Aid: Absence Management

5. Use theDetailslink to select a partiatlayabsence if not using a full day that matches your work

scheduleg(seeEntering a Partial Day Absence

6. Forecastyour absence

SUCCESS:
A blue message is gooRemember: Saved is hot Paid!

Hit Submitto finalize the absence process and get it Approved on your timesheet.

l Submit ]

Reported Time Status Summary Absence Exceptions Payable Time

Your request has been successfully validated! You may submit

Please be aware that forecasting validates against data currently in the system. If you are forecasting future leaves ensure
you will not draw your balance in a way that might cause you to overdraw in the future.

Date Time: April 22,2019 at 09:07

Iﬂbsence Events @

&
Absence Take Forecast Results I
- . Unit .
Start Date End Date Absence Name Reason Duration o= Details Status
04/15/2019 04/15/2019 Personal Holiday E| Personal Holiday E| 8.00 Hours  Details Saved ’
Timesheet
Employee ID
i Empl Record
Actions = Earliest Change Date s
Select Another Timesheet
“View By | Week B Previous Week Mext Week
“Date |04/14/2019 “
Reported Hours 8.0 Print Timesheet
From Sunday 04/14/2019 to Saturday 04/2012018 &
Sun Mon Tue Wed Thu Fri Sat - o
b iy i e T A o Total Time Reporting Code Rule Elem
g 509 PSHOL - Personal Holiday Hours
I Taken
Submit
Reported Time Status Summary || Absence Exceptions Payable Time
Absence Events @
=
Absence Take Forecast Results | [l
*Start Date End Date Absence Name Reason Duration #;‘;‘e Details Status Approval Monitor Source
. Employee
04/15/2019 04/15/2019 Personal Holiday Persanal Holiday 8.00 Howrs  Details Approved Approval Monitor S
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ESSob Aid: Absence Management

FAIL:

A red message is badlorecast Valués Ineligible.

There is a list of possible reasons for the fail.

Click on theéForecast Resulteab and theForecast Detailéink to determineif the potential issuas #2

Your leave cannot be submitted as entered.
Please check the following possible errors:

1 — The total reported and leawe hours exceeds the scheduled hours for the day (based on your assigned schedule)
2 — The leave requested exceeds your available balance

3 — The Vacation leave requested is within 6-months of your Company Seniority Date

4 — The leave requested is more than 30 days cld

5 — The leave requested is on an Off Day (kased on your assigned schedule)

Date Time: April 22,2019 at 09:17

Absence Events (7

= 11 ol
Absence Take Forecast Results 113
*Start Date End Date Absence Name Reason Forecast Value Forecast DateTime Forecast Details

U4ﬁ'15ﬁ’2019§ 04/18/2019 : Personal Holiday B Personal Holiday B INELIGIBLE 04/22/2019 9:1TAM

Forecast Balance Details

=
Forecast Results Accumulator Results 113

Absence Name Forecast Element Value

Personal Holiday Absence Unpaid Hours 8758

Personal Holiday Personal Holiday Balance 0.00

Personal Holiday Personal Holiday Carry Over 0.00

Personal Holiday Scheduled Hours a.00

Personal Holiday balance is only 31.25. Work Schedule is 8 hours each day and the duratien is 4/15
4/19. 4/154/17 are okusing 24 hours totalOnly 7.25 hourgemains for the last 2 daysTte 7.25
hourswill go on 4/18 but 0.75 will go unpaid. And all 8 hours on 4/19 will go unfjdidForecast

Balance Detailss showing 8.75 unpaid hours. The duration will need tetmnged and a different
absence name used for the unpaid hours.

Always remember to rforecastand resubmit (with a blue messagah entry every time it is changed.

10
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ESSob Aid: Absence Management

Entering Through Absence Request
Note: Absence Request should only be used for future absence. If you are able to enter your absence

directly on your timesheet; that is the preferred method.

From theEmployee SelServiceHomepage selectthe My Time Tile

c STAR Human Resources v Employee Self Service

Announcements

No Announcements @

S
My Information My Payroll

Last Pay Date 02/14/2019

Resources

SelectAbsence Request

o) Timesheet

(8! Absence Balances

Fil Absence Request

I Absence Request History

11
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ESSob Aid: Absence Management

{¥Instructions
Enter Start Date and Absence Mame. Then complete the rest of the reguired fields before forecasting and submitting your request.

Abszence Detail 7

*Start Date |04/22/2019 [

Filter by Type All -
sl :Absence Ha me | Select Absence Mame
Family Leave Act
Leave without Pay Leave
Comments o
Legal Holiday
Requestor Comments Military Acorusl Leave Qg

Military Leave +20 Days

Military Leave Paid

Military Unpaid Leave

Go To Wiew Absence Requeiporoonq Heliday Balances
Sabbatical Election

Sabbatical Used

Sick Leave

“facation

Workers Comp Leave Without Pay

* Required Ficld

Absence Detail 7

*Start Date 04/22/2019 |

0 End Date (1

Filter by Type All -
*Absence Name Vacaticn - Current Balance 180.00 Hours™
Reason Seled Absence Reason -
e Partial Days Mone -
Duration Hours

° Calculate End Date or Duration e Forecast Balance

EnterEnd Dateof your absence, even if it is the same as your Start Date

=

2. Select the absendeeason
a. Reasond only required when using Sick absence namentajtbe used any time
b. If you want multiple reasons in one day you must choose muléipkence names per day
3. Leavethe Partial Dayd a & Lif 2asjih & full day that matches your work schedule (see
Entering a Partial Day Absence

4. ClickCalculate End Date or Duratidsutton and theDuration Hours will atomatically fill in

5. ClickForecastBalance

12
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ESSob Aid: Absence Management

SUCCESS:
A blue message is gooRemember: Saved is hot Paid!
Hit Submitto finalize the absence process and fet StatusApproved.

Duration |2.00 Hours

Your request has been successfully validated! You may submit

Please be aware that forecasting validates against data currently in
the system. If you are forecasting future leaves ensure you will not
draw your balance in a way that might cause you to owerdraw in the
future.

Date Time: April 25,2018 at 15:18

' F 3
Calculate End Date or Duration ] Forecast Balance View Forecast Details

Comments

Requestor Comments

3o To View Absence Reguest History View Absence Balances

Request Absence

Submit Confirmation

V’ Are you sure you want to Submit this Absence Request?

A No

Request Absence

Submit Confirmation

‘/ The Absence Request was successfully submitted.

Details

Start Date 04/22/2012

End Date 04/22/201

1]

Absence Name ‘acation Current Balance 160.00 Hours™

Reason “Wacation
Partial Days Mone

Duration 8.00 Hours

Status Approved

13
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ESSob Aid: Absence Management

FAIL:

A red message is bad!
There is a list gbossible reasons for the fail.
Click on theView Forecast Detaildink to determine if the potential issue is #2.

Abszence Detail

*Start Date

End Date

Filter by Type

*Absence Name

Reason

Partial Days

Dration

08/M17/2019 |[&

06/21/2019 |

All -

Personal Heliday - Current Balance 31.25 Hours™
Personal Holiday -

Mone -

40.00 Hours

Your leave cannot be submitted as entered.
Please check the following possible errors:

1 — The total reported and leave hours exceeds the scheduled
hours for the day (based on your assigned schedule]

2 — The leave requested exceeds your available balance

3 — The Vacation leave requested is within 6-months of your
Company Seniority Date

4 — The leave requested is more than 30 days old

5 — The leave requested is on an Off Day (based on your assigned
schedule]

Date Time: April 25,2019 at 15:37

Calculate End Date or Duration Forecast Balance View Forecast Details

Forecast Balance Details

Forecast Results | Accumulator Results | [F=K

Absence Name Forecast Element Value
Personal Holiday Absence Unpaid Hours 8.75
Perscnal Holiday Personal Heliday Balance 0.00
Personal Holiday Personal Holiday Camry Crver 0.00
Perscnal Holiday Scheduled Hours 8.00

Feturn to Absence Regues

Personal Holiday balance is only 31.25. Work Schedule is 8 hours each day and the duratien is 6/17
6/21. 6/17-6/19 are ok, using 24 s total. Only 7.25 hours remains for the last 2 days. The 7.25
hours will go on 6/20 but 0.75 will go unpaid. And all 8 hours on 6/21 will go unpaid-ofdEast

Balance Detailss showing 8.75 unpaid hours. The duration will need to be changed différent
absence name used for the unpaid hours. (Return to Absence Requesi fix your original entry.

Always remember to rforecastand resubmit (with a blue messagah entry every time it is changed.

14
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ESSob Aid: Absence Management

Entering A Partial Days Absence
Absence Event Details

J
4

* Instructions
Enter Start Date, End Diate, and Absence Mame. Then complete the rest of the required fields before returning to the Timeshest page.

Absence Detail (7
*Start Date |04/15/2015 [
End Date |04M15:2015 [

Filter by Type | Al

Reason | Personal Holida
ol Eligible Sabbatical 0.0D3000

Hours

*Absence Mame | Personal Holiday |E| Current Balance 31.25 Hours™

Fartial Days Maone Eligible Cash Hours  0.000000

Dwration | End Day On

Calculate End Date o St2rt D3y Onby
Start and End Days

From the Partial Days dregiown, choose the days that will have a partial day of leave applied.

All Days
This willapply the duration (number of hours) that you enterdth days fronRart Date to End Date.

End Day Only
This will apply theluration (numbers of hours) that you enter to the End Datdl. other days, if

applicable, will apply leave equivalent to your work schedule for each day.

Start Day Only
This will apply the duration (number of hours) that you enter to only the Start.D&iteother days, if

applicable, will apply leave equivalent to your work schedule for each day.

Start And End Days
This will allow you to enter separate durations (number of hours) for the Start and End [fatesr

timeframe is more than 2 days, dltes between the Start and End date will apply leave equivalent to
your work schedule for each day.

15
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ESSob Aid: Absence Management

ADJUSTING AN ABSENCE
When adjusting an absence for a prior period (within the 1&stlays) or for the current period, the best
place to make this adjustent is through the timesheet.

From theEmployee SelService Homepage selectthe My Time Tile

c STAR Human Resources v Employee Self Service

Announcements

No Announcements @

My Payroll
_—

Last Pay Date 02/14/2019

Resources

SelectTimesheet

F Timesheet \

() Absence Balances

|l Absence Request

I Absence Request History

16
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ESSob Aid: Absence Management

Click theAbsencetab

Timesheet

Employee 1D
— - Empl Record
Actions =

Earliest Change Date

Select Another Timesheet

*iew By | Week |Z|

*Date =
Reported Hours  0.00 Print Tim
Sun Mon Tue Wed Thu Fri Sat
(] [ [ C e =n =n

Submit

Beported Tims Status Summary J Absence [ Exceptions Baysable Time

Click theEditbutton

sun Mon Tue Wed Thu Fri sat ) ' Rule
a1 222 a3 424 425 426 a2t Total Time Reporting Code Element 1
8.00 8.00 VACTN - Paid Vacation Time Taken +
Submit
Reported Time Status || Summary || Absence || Exceptions || Payable Time
Absence Events (@
= 1of1
AbsenceTake || ForecastResults | v
*Start Date End Date Absence Name Reason Duration 2;'; Details Status Approval Monitor Source cancel Forecast Edit
y Employes
0412212019 0412212019 Vacation Vacation 8.00 Hours  Details Approved Approval Monitor e e

17
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ESSob Aid: Absence Management

Changing The Amount Of An Existing Absence

Click theDetailslink

‘ Absence Take ‘ Forecast Results I

Unit
Type

[JrLl'22s'2019 04/22/2019 Vacation B Vacation B 8.00 Hours

*Start Date End Date Absence Name Reason Duration Details

Absence Detail (3}

*Start Date |04/22/2019
End Date | 04/2212019

Filter by Type | Al

Current Balance 160.00 Hours™

*Absence Name | Vacation

Reason | Vacation

opamal Days | All Days
eAHDays Hours 4.00

Duration |4.00 Hours

O] E] ]

e Calculate End Date or Duration

Comments

&

Reporter Comments:

(- Xom cane
1. From thePartial Daysdrop down, selecAll Days
2.9y GSNJ GKS yS¢ | Y2dzy i TPRDaysHeU®s RI&Qa o6aSyoOosS
3. ClickCalculate End Date or Duratidsutton. Duration should now match théll Days Hours
4. ClickOK
(For more details se&nteringA Partial Dag Absencé

ClickForecast

*Start Date End Date Absence Name: Reason Duration 2;':6 Details Status Approval Monitor Source Cancel Forecast Edit
Employee

o0ar22i2019iH] || 0412212019 Vacation Vacation 400 Hours  Details Approved Approval Monitor Absence =] Edit

Request

18
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ESSob Aid: Absence Management

ClickSubmitto change theStatusfrom Saved to ApprovedRemember:

Saved is not Paid!

l Submit I

Reported Time Status Summary Absence Exceptions Payable Time

Your request has been successfully validated! You may submit

Please be aware that forecasting validates against data currently in the system. If you are forecasting future leaves ensure you
will not draw your balance in a way that might cause you to overdraw in the future.

Date Time: April 26,2019 at 13:04

Absence Events (%

i
Absence Take Forecast Results 1
*Start Date End Date Absence Name Reason Duration _l'l!;pr;
044'224’2019£| 0412212019 :l Vacation E| Vacation E| 4.00 Hours
*Start Date End Date Absence Name Reason Duration _ll!;pr;
04/22/2019 04/22/2019 acation acation 4.00 Hours

19

Details

Details

Details

Details

Status

Saved

Revised 5-3-19



ESSob Aid: Absence Management

Adding A Day To An Existing Absence

Change the date to include the additional day(s) needed for your absence andorhkdast

Absence Take ForecastResults | II»
* Start Date End Date Absence Name Reason Duration %n‘;te Details Status Approval Monitor
DM??/?MQE 04/26/2019 j Vacation B Vacation B 8.00 Hours Details Approved Approval Monitor

Source

Employee
Timesheet

Cancel Forecast

=

Note: Changing a date will reset any partial days that were previously entered. If partial days are
required you will need to click on tHeetailslink and reenter the partial days.oFmore details see

EnteringA Partial Dag Absence

ClickSubmitto change theStatusfrom Saved to ApprovedRemember: Saved is not Paid!

Note: TheDuration updated after forecasting to include the extra day(s).

l Submit I

Reported Time Status Summary Absence Exceptions Payable Time

Your request has been successfully validated! You may submit

Please be aware that forecasting validates against data currently in the system. If you are forecasting future leaves ensure you
will not draw your balance in a way that might cause you to owerdraw in the future.

Date Time: April 26,2019 at 13:23

Absence Events (7

B
Absence Take Forecast Results 13
*Start Date End Date Absence Name Reason Duration g;';‘e
0#229'2019@ 04/26/2019 :l Wacation El Vacation E| 4000 Hours
*Start Date End Date Absence Name Reason Duration E;r:*
04/22/2019 04/26/2019 Vacation Wacation 40.00 Hours

20

Details

Details

Details

Details
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ESSob Aid: Absence Management

Deleting An Absence

e Submit Clear

Summary Absence Exceptions || Payable Time
Absence Events @
il
Absence Take Forecast Results | [l
*Start Date End Date Absence Hame. Reason Duration Unit ype  Details Status Approval Monitor
ox1s2019fE]| | |o2182018 i Personal Holiday D Select Absence REEsB 2.00 Hours Details Approved Approval Menitor

1. Click orEdit
2. Check theCancebox
3. ClickSubmit

Note: 52 y2i OFyOSt Iy o0aSyos

i KNP dz3 K

1101

Source Cancel Forecast Edit
Employee §
Timeshest Forecast Edit

by e

remains on record and just lists it as Cancellatvays follow the steps abownd delete from the

timesheet
Timesheet
Employee 1D
— F Empl Record
Aclions = Earliest Change Date

Select Another Timesheet

*View By | Week El Previous Week Next Week
*Date [04narots [
Reported Hours  0.00 Print Timesheet
From Sunday 04/14/2019 to Saturday 04/20/2019 @
Sun Mon Tue Wed Thu Fri Sat Total Time
414 415 416 417 4138 419 4/20
Submit
Reported Time Status Summary Absence Exceptions Payable Time
Absence Events (%
i
Absence Take Forecast Results 13
~Start Date End Date Absence Name Reason Duration g;:e Details 3 l !
04/15/2019 04/19/2019 Personal Holiday Personal Holiday 40.00 Hours Details @

21
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ESSob Aid: Absence Management

REVIEWING ABSENCE REQUEST HISTORY

From theEmployee SelServiceHomepage selectthe My Time Tile

c STAR Human Resources v Employee Self Service

Announcements

No Announcements (\:/)

S
My Information My Payroll

===
o

Last Pay Date 02/14/2019

Resources

SelectAbsence Request History

o Timesheet
(8 Absence Balances

|l) Absence Request

"t Absence Request History

Adjust the dates to theange you want to rviewand clickRefresh

{Instructions

Specify the date range of interest. To retrieve a complete history, leave From and Through dates blank and select the Refresh button. Select
the shsence name link to view request details. Select edit button to modify or delete the request.

I e |

From |01/22/2019 |4

Absence Request History Fersonalize | Find | View All | £ 5] First ‘&' 1-50f5 ‘L' Last
Absence Name Status Start Date &  End Date Duration Requested By Edit Cancel
Perzanal Approved 01/20/2019  01/30/2013 3 Hours Employes Timeshest Edit Cancel
Holiday
Vacation Approved 03(18/2019 032272019 40 Hours  C/Ployee Absence Edit Cancel

Request

Personal " . oy p— - Employee Absence - R
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ESSob Aid: Absence Management

MANAGERS ENTERING ON BEHALF OF THEIR EMPLOYEE

From theManger SelfServiceHomepage selectthe Team Timdlile

c STAR Human Resources v Manager Self Service

1. ¢2 NBGASGT SyYyiSNI 2N OKIy3S e2dzecSyamit 28 SSQa |04
Timesheetand select your employee
a. ¢2 NBOASG &2dzNJ SY Litcudgh hetimedhaetiseBedewing I f | YOS &
Through Timeshedbr futher instrudions.
b. ¢2 SyGSNI &2dz2NJ SYLX 28 S$SSQa I|EatériSgyToréughi K NP dzZ3 K (i K
Timesheefor further instructions.
c. ¢2 OKFy3S &2dzN) SYADIPSEFINGANABSEMEREStheOS > &SS
instructions.
2. To enter a future absence fooyr employee, selecteam Absence Requeahd select your
employee. Once your employee is selected follavgtructions fromEnteringThrough Absence
Request
3. To review absence history for your employee, seledm Absence Request Histoapd select
your employee.Once your employee is selected follavgtructions fromReviewing Absence

Request History
4. To review absence balances for your employee, sdleam Absence Balancesd select your

employee. Once your employee is selectémlow instructions fromReviewing Through

Absence Balances
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